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Introduction to This User Guide

This section describes the contents of this user guide.

Organization of This User Guide

This guide contains the following sections:

Section Il, Accessing TIDE, describes how to activate your TIDE account, how to log in and

log out, and how to change your password.

Section lll, Understanding the TIDE Interface, describes what appears in the TIDE interface,
how to sort columns, how to switch between other assessment applications, and how to
change your user role.

Section IV, Managing TIDE Users, describes how to view, add, and modify TIDE user
accounts.

Section V, Working with Student Information, describes how to view, add, and modify
information pertaining to students, their demographics, test eligibilities, and test settings
and accommodations.

Section VI, Working with Appeals, describes how to view, add, and approve testing appeals.

Section VII, Working with Rosters of Students, describes how to create, modify, and delete
rosters of students associated with teachers and schools.

Section VIII, Downloading and Installing Voice Packs, describes how to download the
available voice packs.

Appendix A, Exporting Retrieved Records, describes how to export retrievals into a variety
of file formats.

Appendix B, Processing File Uploads, describes how TIDE processes file uploads and how to
resolve associated error messages.

Appendix C, Opening CSV Files in Excel 2007 or Later, describes how to open CSV files in
recent versions of Microsoft Excel.

Appendix D, User Support, explains how to contact the help desk.
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Document Conventions

Table 1 describes the conventions appearing in this user guide.

Table 1. Document Conventions

Icon Description

A Warning: This symbol accompanies information regarding actions that may cause loss of
data.

Caution: This symbol accompanies information regarding actions that may result in incorrect
data.

“** 1| Note: This symbol accompanies helpful information or reminders.

bold | Boldface indicates an item you click or the name of a dialog box or page.

mono | Monospace indicates a file name, a selection, or text you enter from the keyboard.

Intended Audience

This user guide is intended for state-, district-, and school-level test administrators and
coordinators who manage the assessment effort. You should be familiar with the concepts of
test eligibility, test settings, test settings and accommodations, and general management of
user accounts for an enterprise-wide system.

To use TIDE, you need to be familiar with using a web browser to retrieve data and with filling
out web forms. If you want to use the file upload and download features, you also need to be
familiar with using a spreadsheet application and working with comma-separated value (CSV)
files.

For additional resources and information that could help state-, district-, and school-level test
administrators and coordinators, please refer to the DOE website at
http://maine.gov/doe/assessment/math-ela/resources/index.html.



http://maine.gov/doe/assessment/math-ela/resources/index.html
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Section I. Overview of the Test Information
Distribution Engine

Description of TIDE

The Test Information Distribution Engine (TIDE) performs the following functions:
e Registering students for assessments

e Establishing test settings and accommodations

e Associating students with districts, schools, and rosters

e Delivering voice packs for testing computers

e Managing orders for testing materials

e Managing users accounts

e Delivering forms to teachers, parents, and students

Depending on your user role, you may not have access to all these functions.

Figure 1 illustrates TIDE’s operational functions and their place in the assessment process. At its
core, TIDE contains a list of students enrolled in your schools. TIDE receives its data from
uploads from the state systems. TIDE then distributes this information to the appropriate target
system. Test Delivery System (TDS) receives students’ eligibilities, settings, and
accommodations; this enables TDS to deliver the appropriate test to any given student in the
required format. Online Report System (ORS) receives students’ institutional associations; this
enables ORS to aggregate scores at the classroom, school, district, and state levels.
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Figure 1. TIDE's position in the assessment process

» Test Delivery System
Students’ test eligibility, settings,
accommodations

Overnight

Loads Ul

Students’ demographics, roster,
school, and district information

Online Reporting
System

System Requirements

To use TIDE, you need a recent version of a web browser, such as Firefox, Chrome, or Internet
Explorer. For a detailed list of system requirements, which includes the supported operating
systems and web browsers, see the System Requirements for Online Testing. This publication is
available in the Resources section of the Maine Portal, http://me.portal.airast.org.

Understanding User Roles and Permissions

Each user in TIDE has a role, such as a district-level user or a test administrator-level user. Each
role has an associated list of permissions to access certain features within TIDE. For example, a
district-level user can perform activities related to districts. This can include adding or deleting
lower level TIDE users. A test administrator-level user can perform different activities. This can
include reviewing a student’s demographics but not re-opening a test.

Table 2 describes TIDE’s user roles. The top row contains the various roles, and the subsequent
rows indicate the tasks permitted to those user roles.
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Table 2. User Roles and Associated Permissions

Task’ DSA sC TA

Working with Student Information

Retrieving Student Records

Viewing and Editing Students

Printing Testing Tickets and PrelD Labels

Managing Users

Retrieving User Accounts v v v
Adding User Accounts v v
Adding, Editing, or Deleting Users through File Uploads v v
Viewing and Editing User Details v v v
Deleting User Accounts v 4
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Task’ DSA sc TA
Working with Appeals

Creating Appeals v

Retrieving v

Creating Appeals Through File Uploads v

Working with Orders for Paper Test Materials (only if schools have been pre-
approved) — See Paper Version Materials Document for details on these tasks.
Reviewing and Modifying Initial Orders v

Requesting Additional Materials v

Reviewing Order History v

Reviewing and Exporting Order Summaries and Details v

Tracking Shipments and Return Shipments v

Working with Rosters of Students

Viewing Rosters v v v
Adding a New Roster v v

Modifying an Existing Roster v v

Deleting a Roster v v

Printing a Roster v v v
Creating Rosters Through File Uploads v v

Voice Packs

Downloading and Installing Voice Packs v v v

’ DSA—District/System Administrator; SC—School Test Coordinator; TA—Test Administrator
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There is a hierarchy to the user roles listed in Table 2.
As indicated in Figure 2, the District/System
Administrator is at the top of the hierarchy, followed
by School Test Coordinator, then the Test
Administrator. Generally, user roles that are higher in
the hierarchy have access to more sensitive or critical
data and tasks within TIDE.

Figure 2. Hierarchy of User Roles

Administrator

School Test
Coordinator

Test Administrator
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Section Il. Accessing TIDE

This section explains how to activate your TIDE account, log in to TIDE, reset a forgotten
password, change account information, and how to log out.

Activating Your TIDE Account

Your account is created in TIDE by a higher level user then TIDE sends you an introductory
email. This email contains the following information:

e Alink for logging in to TIDE. This link expires five days after the email was sent.
e Your temporary password.

If you do not receive an account activation email, check your spam folder. Emails are sent from
MEA-DoNotReply@me.portal.airast.org, so you may need to add this address to your contact
list.

To activate your account:

1. Click the link in the introductory email. The Please Log In page appears.

Figure 3. Fields in the Please Log In page

Old Password
New Password

Confirm

Password

Forgot Your Password?

2. Inthe Old Password field, enter the password in the activation email.
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3. Inthe other password fields, enter a new password. The password must be eight characters
long and have three of the following: one lowercase letter, one uppercase letter, one

number, and one special character %, #, or |.

4. Click Submit. The Select a Security Question page appears.

5. Mark the checkbox next to a question, and enter an answer.

6. Click Save. The MEA portal page appears.

Account activation is complete. You can proceed to TIDE by clicking the TIDE card (see Figure 4)

in the portal page.

Logging into TIDE
To log in to TIDE:

1. Open your web browser and navigate to
the MEA portal at
http://me.portal.airast.org.

2. Click the District/System Administrator,
School Test Coordinator, or Test
Administrators card.

3. Click the TIDE card. The Please Log In page
appears.

Figure 4. TIDE Card

) 43

TIDE

4. Enter your email address and password,
and then click Log In. The Home page
appears.

Figure 5. Please Log In Page

Username jpitt@email.com

Password LA L L L L L LY

Forgot Your Password?
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Changing Your Account Information and Password

You can modify your name, phone number, password, and other account information.
To modify account information:

1. Inthe banner (see Figure 8), click My Account. The My Account page appears (see Figure 6).

Figure 6. My Account Page

My Account . y_‘]

This screen shows your account information. If you want to change your password, the password must be eight
characters long and have three of the following: one lowercase alphabetic character, one uppercase alphabetic character, one
number, and one special character. Your password cannot be the same as your current or previous password.

User Information Change My Password {Optional)
My account Old Password:
*Email Address: | TIDE_ClientUser1 @air New Fassword:
Mew Password

*First Mame:  Client

*LastMame: User (again):

Fhone: 234-234-2345

Role: CA 000000-OnCore
Update

2. To modify your user information, in the User Information section, enter updates as
necessary. (To change your email address, contact your administrator).

3. To modify your password, do the following:
a. Inthe Old Password field, enter your current password.

b. Inthe New Password and New Password (again) fields, enter the new password. The
password must be eight characters long and have three of the following: one lowercase
letter, one uppercase letter, one number, and one special character %, #, or !. Your
password cannot be the same as your current or previous password.

4. Click Update. TIDE saves your changes, and a confirmation message appears.

10
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Resetting Your Password

You need to reset your password if you forgot it or if your account has been locked.
To reset your password:

1. Display the Home page by following steps 1-3 in the section Logging in to TIDE.

2. Inthe Please Log In page (see Figure 5), click Forgot Your Password?. The Forgot
Password? page appears (see Figure 7).

Figure 7. Forgot Password? Page

Forgot Password?

Enter your email address that is on file in TIDE, and click [Submit]. This will send an email with a one-time,
temporary system-generated secure URL to your email address. You must click on the link in the email to
update your password.

Email-

Submit

3. Enter your TIDE email address, and click Submit. TIDE sends you an activation email with a
new login link.

4. Click the login link in the email. Your security question appears in your browser.

5. Enter the answer to your security question, and enter a new password. The password must
be eight characters long and have three of the following: one lowercase letter, one
uppercase letter, one number, and one special character %, #, or !. Your password cannot be
the same as your current or previous password.

6. Click Submit. TIDE resets your password.

Logging out of TIDE
To log out of TIDE:

e In the TIDE banner (see Figure 8), click Logout.

11
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Section I11. Understanding the TIDE Interface

This section describes TIDE’s Home page and some common tasks such as sorting retrieved
records.

TIDE’s Home Page

The first page you see after logging in to TIDE is the Home page (see Figure 8). This page’s
appearance differs depending on your role. Some roles, such as those for schools, have just a
few tabs and tasks; other roles, such as those for the district level, have several tabs and tasks.

Figure 8. TIDE Home Page for the District/System Administrator Role

User
name Role Logout

User: User, ME State Role: DSA Contact Us @

* District. (9997) Demo district 9997

i MC"ne TI D Test Information Administration: ME 2014-2015
Department of Distribution Engine (Changa Institution/Test Administralion)
Education

District and Test
Administration

LI Contact Info | Manage Users | Student Information | Download Voice Pack | Rosters Tabs

Home

You can perform the following tasks in TIDE, depending on your role: managing user accounts, managing student information,
assessment eligibilities, and test settings, and managing rosters of students.

For detailed instructions about using TIDE, see the TIDE User Guide, available by clicking Help in the banner.

(] P Wil

Contact Info

Manage Users
-

Studerﬁ?nformation

e

Download Voice Pack

Rosters

Maine Help Desk | 1-844-560-7814 | MEHelpDesk@air.org

12

Tasks
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CAUTION: Loss of Data Working with TIDE in more than one tab or browser window may
result in changes in one tab overwriting changes made in another tab. Do not have more than
one TIDE browser tab or window open at one time.

Sorting Retrieved Records

Many tasks in TIDE involve retrieving data from a database. You can sort the retrieved records
by clicking any of the column headings in the retrieval table. For example, Figure 9 is a portion
of the View Users page. You can sort the records by clicking Role, State, District, or School. (In
the complete View Users page, there are many more columns by which you can sort.)

Figure 9. Sort Columns

Sort columns

] View Role State District School

= TA Al-Air Demo state 1 Al_9998-Demo district 9998 Al_9998_9995-Demo inst 9995
[l TA Al-Air Demo state 1 Al_9998-Demo district 9998 Al_9998_9995-Demo inst 9995
[ TA Al-Air Demo state 1 Al_9998-Demo district 9998 Al_9998_9995-Demo inst 9995
[l TA Al-Air Demo state 1 Al_9898-Demo district 9998 Al_9998_9995-Demo inst 9995
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Switching Between MEA Systems

If you have access to other MEA systems, when you log in to TIDE you also log in to them. You
can switch to those other systems.

To switch to another MEA system:

e In the banner, click Test Information Distribution Engine, and then select the other system
you want to use (see Figure 10).

Figure 10. Switching Between MEA systems

_ Test Information Distribution Engine

Online Reporting

Available MEA
sl Sales  Test Administrator Interface systems

Educa

Training Site

Changing Test Administration or Institution

Depending on your permissions, you may have access to more than one test administration or
more than one school. (For an explanation of user roles, see Understanding User Roles and
Permissions.)

To change test administration or institution:

1. Inthe TIDE banner (see Figure 8), click Change Institution/Test Administration. The Change
Institution/Test Administration page appears (see Figure 11).

14
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Figure 11. Change Institution/Test Administration Page

Change Institution/Test Administration
Test Administration: ME 2014-2015 [+ |
* Role” District/System Administrator (DSA) [+ |

* State - 000000 - Maine |~ |
* District - 9998 - Demo District 9998 (=]

2. Update the information as necessary. All fields can be modified.

3. Click Submit. A new home page appears that is associated with your selections.
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Selecting Records for an Action

In some retrieval screens, you can perform an action on the retrieved records. For example, in
the View Users screen, you can export and download the retrieved records as an Excel file.

You can select all the retrieved records for a given action, or you can select some of them.
Referring to Figure 12, if you mark the checkbox in the header row, TIDE selects all the records.
If you mark a checkbox in an individual row, TIDE selects that record—and any other individual
records you mark.

Figure 12. Options for Selecting Retrieved Records

. Fa . Y
Selects individual record———¥1 k View )

A,
] Q View )

Navigating Back to Retrieved Records

When you retrieve records, such as a listing of students or users, you can click on a View button
that provides a screen to view or modify an individual record. (See, for example, Figure 15.) If
you want to return to the retrieved records, you must click Go Back To Search Results, not your
browser’s Back button. See Figure 13.

Figure 13. Button to use to return to a listing of retrieved records

= View Student Detalls
Use this button instead of

( Go Back To Search Results ) ] your browser’s Back button
to return to a listing

16
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Section IV. Managing TIDE Users

This section describes user roles and associated permissions. This section also describes how to
manage user accounts.

Retrieving User Accounts

You can retrieve user accounts that satisfy given criteria. For a list of user roles that can
perform this task, see Table 2.

To retrieve user accounts:

1. Click the Manage Users tab, then click View Users. The View Users page appears (see
Figure 14).

Figure 14. Selection Fields in the View Users Page

*Role: School Coordinator (SC) [+ |
* State © 000000 - Maine [+
* District © 9998 - Demo District 9998 B
* School © 9801 - Demo School 999801 [+
Email Address:
First Name:

Last Mame:
TA Certified: -Select- [+ |

Search

2. From the drop-down lists, select search criteria.

3. Optional: Refine your search by specifying an email address, first name, last name, or phone
number.

17
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4. Click Search. TIDE displays the found users at the bottom of the View Users page (see
Figure 15).
Figure 15. Retrieved Users

Total Number of Users: 3

Export

View Role State District School Email Address First Name Last Name Phone

View SAC Al-Air Demao state 1 Al_9998-Demo district 9998 Al_9998_9995-Demo inst 9995 DemoSAC@airorg DemoSA DemoSA 900-900-9000

View SAC Al-Air Demo state 1 Al_8998-Demo district 9998 Al_9998_9995-Demo inst 9995 SACuser05@airorg SAC User

View SAC Al-Air Demao state 1 Al_9998-Demo district 9998 Al_9998_9995-Demo inst 9995 SACUsers@airorg SAC User 234-234-2345

o|o| O

From the listing of retrieved users, you can do the following:

e View detailed information about a user; see Viewing and Editing User Details.

e Delete user accounts; see Deleting User Accounts.

e Sort the listing; see Sorting Retrieved Records.

e Export the listing; see Appendix A, Exporting Retrieved Records.
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Viewing and Editing User Details

Some users can view and modify detailed information about a user’s TIDE account. For a list of
user roles that can perform this task, see Table 2.

To view and edit user details:

1. Retrieve the user account you want to view or edit by following the procedure in the
section Retrieving User Accounts.

2. Inthe listing of retrieved users, click View corresponding to the user whose account you
want to view (see Figure 15). The Edit User page appears (see Figure 16).

Figure 16. Edit User Details Page (top portion)
.+ Edit User

( Go Back To Search Results )

School: Al_9998 9995 - Demo
inst 9995

Username: DemoSAC@air.org
* Email Address: DemoSAC@air.org
* First Mame: DemoSA
* Last Mame: DemaoSA
Phone: 900-900-9000

3. If your user role allows it, modify the user’s details as required. Use Table 3 as a reference.
4. Click Save.

5. To return to the listing of user accounts, click Go Back to Search Results. (Do not use your
browser’s Back button to return to the listing.)
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Table 3 describes the fields in the View User Details page.

Table 3. Fields in the View User Details Page

Field ‘ Description

District District associated with the user. To modify the district associated with a
user, you must delete and add the user using file uploads. For details,
see Adding, Editing, or Deleting Users through File Uploads.

School School associated with the user. To modify the school associated with a
user, you must delete and add the user using file uploads. For details,
see Adding, Editing, or Deleting Users through File Uploads.

Username Email address for logging in to TIDE.
First Name User’s first name.

Last Name User’s last name.

Phone User’s phone number.
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Adding User Accounts

When you add a user account, its role must be lower in the hierarchy than your role. (For an
explanation of the user role hierarchy, see Understanding User Roles and Permissions.)
Referring to Figure 2, school test coordinators can add test administrators, and district/system
administrators can school test coordinators and test administrators. Furthermore, you can add
only those users that fall within your institution. For example, district-level users can create
school-level accounts only for schools within their district.

For a list of user roles that can perform this task, see Table 2.

To add a user account:

1. Click the Manage Users tab, then click Add User. The Add User page appears.
Figure 17. Form Fields in the Add User Page

*Role:  School Coordinator (SC) [+ |
* State © 000000 - Maine [~ ]
* District © 9998 - Demo District 9998 ]
* School - 9801 - Demo School 999801 [+ |
* Email Address: jp@email.com
* First Name: John
* Last Name: Phoebe

Phaone:

Add User

2. Select the required role, state, district, and school associated with the new user.

3. Using Table 3 as a reference, enter the user’s first name, last name, email address, and
other details in the optional fields.

4. Click Add User.

TIDE adds the account and sends the new user an activation email.
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Deleting User Accounts

For a list of user roles that can perform this task, see Table 2.
To delete user accounts:

1. Retrieve the user accounts you want to delete by following the procedure in the section
Retrieving User Accounts.

2. In the View Users page, do one of the following (see Figure 12):

0 Mark the checkbox for the accounts you want to delete.

0 Mark the checkbox at the top of the table to delete all retrieved user accounts.
3. Click Delete.
4. In the confirmation dialog box, click OK.

TIDE deletes the user accounts.

Adding, Editing, or Deleting Users through File Uploads

If you have many users to add, edit, or delete, it may be easier to perform those transactions
through file uploads. This task requires familiarity with composing comma-separated value
(CSV) files or working with Microsoft Excel. The following sections describe how to compose the
files and then upload them to TIDE.

Understanding the User Upload File Format

The upload file is an Excel or CSV file with a heading row and data rows. Table 4 describes the
columns in the upload file and associated valid values.

Table 4: Columns in the User Upload File

Column ‘ Description Valid Values

StateAbbreviation State abbreviation. Any standard two-letter state
abbreviation.

DISTRICT ID* District associated with the user. Four Digit District ID that exists
in TIDE.

22



Department of_
Education

TIDE User Guide

Column Description Valid Values

SCHOOL ID School associated with the user. Four Digit School ID that exists
in TIDE. Must be associated with
the district ID.
Can be blank when adding
district-level users.

FirstName* User’s first name. Up to 35 characters.

LastName* User’s last name. Up to 35 characters.

Email* User’'s email address. Any standard email address. Up

to 128 characters that are valid
for an email address. This is the
user’s username for logging in to
TIDE.

Phone (Optional)

User’s phone number.

Phone number in XxxXX-XXX-XXXX
format. Extensions allowed.

Role* User’s role. For an explanation of user | One of the following:
roles, see_Understanqu User Roles DSA—District/System
and Permissions. administrator.
SC—State test coordinator.
TA—Test administrator.
Action* Indicates if this is an add, modify, or One of the following:

delete transaction.

Add—Add new user or edit
existing user record.

Delete—Remove existing user
record.

*Required field.
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Figure 18 is an example of a simple upload file with the following transactions:
e The first row adds Thomas Walker as a TIDE user, specifying all fields except phone number.

e The second row modifies Thomas Walker’s account, changing his role and adding the phone
number. In this case you must list values in all other columns, even if you do not change
them.

e The third row deletes Thomas Walker’s account.
e The fourth row adds Patricia Martin as a test administrator for school 9000.

e The fifth row adds Patricia Martin as a school test coordinator for a different school—9001.

Figure 18. Sample User Upload File

A B c D E F G H
1 DISTRICTID SCHOOLID FIRSTMNAME LASTMAME EMAIL PHONE ROLE ACTION
2 99 9000 Thomas Walker twalker@example.com TA ADD
3 99 9000 Thomas Walker twalker@example.com 305-553-1212 SC ADD
4 99 9000 Thomas Walker twalker@example.com 305-553-1212 SC DELETE
5 99 9000 Patricia Martin pmartin@example.com TA ADD
5] 99 9001 Patricia Martin pmartin@example.com sSC ADD

Submitting a User Upload File

This section describes how to upload a file for adding, modifying, or deleting users. For a list of
user roles that can perform this task, see Table 2.

To submit a user upload file:
1. Click the User Information tab, then click Upload Users. The Upload Users page appears.

2. Download one of the file templates by clicking Download Excel Template or Download CSV
Template.

3. Open the file in a spreadsheet application or text editor, and add a row for each user you
want to add, modify, or delete. Be sure to follow the guidelines in Table 4. Save the file on
your computer.

4. Inthe Upload Users page, click Browse, and navigate to the file you created in step 3.
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5. Click Upload File. TIDE displays a preview of the uploaded file (see Figure 19). Use this
preview to verify you uploaded the correct file.

Figure 19. User Upload File Preview

District Schoolcode First Name LastName Email Phone Number Role Action
99 9000 Thomas Walker twalker@example.com SC  ADD

99 9000 Thomas Walker twalker@example.com 207-555-1212 TA ADD

99 9000 Thomas Walker twalker@example.com 207-555-1212 TA DELETE
99 9000 Patricia Martin pmarin@example.com TA ADD

a9 a001 Patricia Martin pmartin@example.com TA ADD

6. Click Next. TIDE validates the file and displays error messages, if any. For information about
resolving error messages, see Resolving File Upload Errors.

9 | NOTE: Validation and commit of large files If your file contains a large number of records,
TIDE processes it offline and sends you a confirmation email when complete. While TIDE is
validating the file, do not press Cancel as TIDE may have already started processing some of
the records. For more information, see How TIDE Processes Large Files.

7. Click Commit. TIDE commits those records that do not have errors.

You can view a history of file uploads; see the section Reviewing Upload History for details.
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Section V. Working with Student Information

This section describes how to add, modify, and delete students’ records, and how those records
affect testing and reporting.

Retrieving Student Records

You can retrieve students’ records that satisfy given criteria. For a list of user roles that can
perform this task, see Table 2.

To retrieve student records:

1. Click the Manage Students tab, then click View/Edit Students. The View/Edit Students
page appears (see Figure 20).

Figure 20. Selection Fields in the View/Edit Students Page
* State © 0DDOOO - Maine [+
* District : 9998 - Demo District 9998 (=]
* School © 9801 - Demo School 999801 |+ |

Last Mame:
First Name:
S51D:

Grade Level When All grades |Z|
Assessed:

+ Add Additional Search Criteria

Search

2. From the drop-down lists, select search criteria.
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3. Optional. To refine your search, do the following:

a. Click Add Additional Search Criteria. Additional search fields appear (see Figure 21).

Figure 21. Additional Student Search Criteria (Form Fields)
— Add Additional Search Criteria

Search Fields - Print Size |E|
Subject : Visual Arts -

O 1x B

1.5% L4

] 1.75% i

( Add Criteria ) [ Cancel )

b. Make selections for the additional search criterion, and then click Add Criteria. TIDE
displays the criterion in the View/Edit Students page (see Figure 22).

Figure 22. Additional Student Search Criteria (Displayed)

* State © 000000 - Maine [~ |
* District - 9998 - Demo district 9998 (=]
*School - 9995-D inst 9995
emo ins =] Standard
Last Mame: —— search
First Mame: criteria
35ID:
Grade Level When All grades E|
Assessed: =
X Birth Date (MMDDYYYY):02202004 Additional
+ Add Additional Search l::rit-aria_I search

-

(e

c. Repeat steps a—b to add additional search criteria.

d. To delete an additional search criterion, click X next to it.
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4. Click Search. TIDE displays the retrieved students at the bottom of the View/Edit Students
page (see Figure 23).

Figure 23. Retrieved Students

Total Number of Students: 35

Export

"] View State District School IRN Last Name First Hame Birth Date (MMDDYYYY) SSID Grade Level When Assessed Sex
@] Al AL9998  AL999 9995 Al-0998-8999087670 05 Male
0 Al AL9998  AL9998 9995  Dimiry Sonel 01012001 AI9998-9999087670 02 Femald
] Al AL0993  AL0993_905 Dimitry Sonel 01012001 Al-9938-0809087670 03 Femald

From the listing of retrieved students, you can do the following:

e View and edit detailed information about a student; see Viewing and Editing Students.

e Sort the listing; see Sorting Retrieved Records.

e Export the listing; see Appendix A, Exporting Retrieved Records.
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Viewing and Editing Students

You can view and edit detailed information about a student’s record. For a list of user roles that
can perform this task, see Table 2.

Student Demographics are automatically uploaded into TIDE through the Maine DOE Infinite
Campus State Edition System. Student Demographics cannot be modified in TIDE. If student
data is incorrect, please correct within your School’s enrollment program.

To view student details:

5. Retrieve the student record you want to view or edit by following the procedure in the
section Retrieving Student Records.

6. Inthe listing of retrieved records, click View corresponding to the student whose record you
want to view (see Figure 23). The View Student Details page appears (see Figure 24).

Figure 24. View Student Details Page (Top Portion)

= View Student Details

This page shows demographic and test settings information.
To update the information, make selections or updates and then click Save Changes.

To return to the student listing, click Go Back to Search Results.

( Go Back To Search Results )1

School IRN Al_%998_9995
Student Demographics

* Studentidentifier: 8999087670 * Grade Level When 05 |z|
*Last Name: Assessed

* First Name: * Sex: Male
* Birth Date (MMDDYYYY): Primary Disability Type:  AUT - Autizm IZ|
*8sID: Al-9998-8999087670 Ethnicity: — Belect an Ethnicity — Iz‘

7. If your user role allows it, modify the student’s record as required. Use Table 5 as a
reference.

8. Click Save.

9. Toreturn to the listing of student accounts, click Go Back to Search Results. (Do not use
your browser’s Back button to return to the listing.)
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Table 5. Fields in the View Student Details Page

Column Name

School ID*

Description

School where the student is
enrolled

‘ Valid Values

Four Digit School Code. Must exist
in TIDE and be associated with the
District ID.

Last Or Surname*

Student’s last name

Up to 35 alphanumeric characters.

First Name* Student’s first name Up to 35 alphanumeric characters.
Middle Name* Student’s middle name Up to 35 alphanumeric characters.
Birthdate Day on which student was Date in format YYYY-MM-DD. Add
born leading zero for single-digit
numbers.
SSID* State-assigned student Nine Digit MEDMS SSID.

identifier which is unique
within the district

Confirmation Code*

LastNameFirstNameSSID

Up to 30 ASCII characters.

Grade Level When Assessed*

Student’s enrolled grade

Two-character grade in the range
03-12. Add leading zero for single-
digit numbers.

Gender*

Student’s gender

One of the following:
M—Male
F—Female

Race and Ethnicity*

Hispanic Or Latino Ethnicity

Is the student classified as
Hispanic or Latino?

One of the following:
Y—Yes
N—No

American Indian Or Alaska
Native

Is the student classified as
American Indian or Alaskan
Native?

One of the following:
Y—Yes
N—No

Asian

Is the student classified as
Asian?

One of the following:
Y—Yes
N—No
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Black Or African American

Is the student classified as
Black or African American?

One of the following:
Y—Yes
N—No

White

Is the student classified as
White?

One of the following:
Y—Yes
N—No

Native Hawaiian Or Other
Pacific Islander

Is the student classified as
Native Hawaiian or other
Pacific Islander?

One of the following:
Y—Yes
N—No

Demographic Race Two Or
More Races

Is the student classified as
having two or more races?

One of the following:
Y—Yes
N—No

IDEA Indicator*

Is the student classified as
an IDEA student?

One of the following:
Y—Yes
N—No

LEP Status*

Is the student classified as a
LEP student?

One of the following:
Y—Yes
N—No

Section 504 Status*

Is the student classified as a
504 student?

One of the following:
Y—Yes
N—No

Unknown/CannotProvide—
Unknown or cannot provide

Language Code
(not required for TIDE in Maine)

The primary language
spoken by the student

Up to 3 alphanumeric characters.

English Language Proficiency
Level (not required for TIDE in Maine)

Student’s English language
proficiency status

Up to 20 alphanumeric characters.

Migrant Fg
(not required for TIDE in Maine)

Student’s migrant status

One of the following:
Y—Yes
N—No

First Entry Date Into US
School*

Date the student first
enrolled in a U.S. school

Date in format YYYY-MM-DD. Add
leading zero for single-digit
numbers.
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Limited English Proficiency
Entry Date

(not required for TIDE in Maine)

Date the student entered the
LEP program

Date in format YYYY-MM-DD. Add
leading zero for single-digit
numbers.

LEP Exit Date
(not required for TIDE in Maine)

Date the student exited the
LEP program

Date in format YYYY-MM-DD. Add
leading zero for single-digit
numbers.

Title Il Language Instruction
Program Type

(not required for TIDE in Maine)

Student’s Title 1l Language
Instruction Program Type

One of the following:

Dual Language—Dual language
Two Way Immersion—Two-way
immersion

Transitional Bilingual—
Transitional bilingual
Developmental Bilingual—
Developmental bilingual
Heritage Language—Heritage
language

Sheltered English
Instruction—Sheltered English
instruction

Structured English Immersion—
Structured English immersion
SDAIE—Specially designed academic
instruction delivered in English
(SDAIE)

Content Based ESL—Content-
based ESL

Pull Out ESL—Pull-out ESL
Other—Other
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Primary Disability Type Major or overriding disability | One of the following:
(not required for TIDE in Maine) condition that best describes 13—Autism

a student’s impairment )
10—Deaf-blindness
e6—Emotional Disability
02—Hearing Impairment
03—Deafness

01—Intellectual Disability
11—Multiple Disabilities
07—Orthopedic Impairment
08—O0ther Health Impairment
09—Specific Learning Disability

04—Speech and Language
Impairment

14—Traumatic Brain Injury
05—Visual Impairment including

Blindness
Paper Tester Is the student classified as a | One of the following:
paper tester? Y—Yes
N—No

*Required field.
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Printing Testing Tickets and PrelD Labels

A testing ticket is a hardcopy form that includes a student’s username for logging into a test.
Referring to the example Figure 25, the student’s username for testing is 55400.

Figure 25. Sample Testing Ticket

TESTTICKET
DEMO DISTRICT 9997 (9997)
DEMO SCHOOL 999701 (999701)
LASTNAME : Dennis
FIRSTNAME : Merry GRADE : 05

DOB : 09/09/2001 ID : 99999939004

A PrelD label is a label that you affix to a student’s testing materials, such as an answer booklet.
Referring to the example in Figure 26, the student’s name, SSID, and identifying barcode appear
on the label. The test administrator affixes this label to the student’s answer booklet.

Figure 26. Sample PrelD Label
Spring 2015 MEAELA Writing

ESE:L,S504: Y
Lastname3, Firsthame3 M
DIST/SCH: 9993-9000
Demo School 9000
GRD: 04 GEN: M DOB: 01312014
ID: 9901234002 RACE: W HISP/LATINO: N

On-Demand

{OAAIERTNERTA R

P51951L1 9710520 &
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TIDE generates the tickets or labels as PDF files that you download with your browser. See
Table 2 for a list of users who can perform this task.

To print testing tickets or PrelD labels:

10. Retrieve the students for which you want to print tickets or labels by following the
procedure in the section Retrieving Student Records.

11. Click the column headings to sort the retrieved students in the order by which you want
them printed. (For information about sorting, see Sorting Retrieved Records.)

12. Do one of the following (see Figure 12):
0 Mark the checkboxes for the students you want to print.

0 Mark the checkbox at the top of the table to print tickets or labels for all retrieved
students.

13. Do one of the following:
O To print testing tickets, click Print Testing Tickets.
O To print PrelD labels, click Print PrelD Labels.

Your browser downloads the generated PDF file.
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Section VI. Working with Appeals

In the normal flow of a test, the student takes the test in TDS and then submits it. Next, TDS
forwards the test for scoring, and then ORS reports the tests scores.

Appeals are a way of changing this flow. A student may need to re-take a test or have another
test opportunity. A test administrator may want to invalidate a test because of an impropriety.
This section describes how you view, create, and approve appeals. Who may create an appeal is
dependent on your user role. Test Administrators (TAs) must discuss appeal requests with
School Test Coordinators (SCs). SCs must discuss appeal requests with District/System
Administrators (DSAs). DSAs are the only user role that has access in the TIDE system to file
appeals.

Understanding Appeals

This section describes two aspects of appeals: the types of appeals and the statuses of appeals.
Types of Appeals
Table 6 lists the available types of appeals.

Table 6. Types of Appeals

Type Description

Invalidations | Eliminates the test opportunity, and the student has no further opportunities for the
test. You can submit these appeals until the end of the test window.

Resets Allows the student to restart a test. You can submit these appeals until the end of the
test window.

Re-opens Re-opens a test whose window expired before the student completed the test.

Restore Allows the student to revert to the original test opportunity before the test was reset.
You can submit these appeals until the end of the test window.

Report Sends a problem report to Maine DOE and AIR regarding a test item. Scenarios that

Problem with | warrant this request include the following:

ltem

¢ A duplicate item in a test opportunity for a subject.

e The student believes that an item may not contain a correct answer or may contain
more than one correct answer.

¢ An item that references a stimulus or graphic that does not display.

You must know the Result ID and item number for that student’s test. To locate a
student's Result ID, generate a participation report in the Online Reporting System's
Test Management Center.
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WARNING: Timing of resets and restores: Submit resets and restores at least one day prior
to the end of a test window so that students can complete their test opportunity.

A

Status of Appeals

An appeal’s status can change throughout its life cycle. Table 7 lists the available statuses. Many
of the statuses have a corresponding reason or description, which you can view in the
Comments column of the View Appeals page (see Figure 28).

Table 7. Statuses of Appeals

Appeal Status Description of Status

Error Occurred An error was encountered while the appeal was being processed.

Pending Approval Appeal is pending approval. Appeals require approval before processing.

Processed Appeal was successfully processed and the test opportunity has been
updated.

Rejected Appeal was rejected.

Rejected by System Test Delivery System was unable to process the appeal.

Requires Resubmission | Appeal must be resubmitted.

Retracted Originator retracted the appeal.
Submitted for Appeal submitted to Test Delivery System for processing.
Processing
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Retrieving Appeals

You can retrieve appeals that satisfy given criteria. For a list of user roles that can perform this
task, see Table 2.

To retrieve appeals:

1. Click the Appeals tab, then click View Appeals. The View Appeals page appears (see
Figure 27).

Figure 27. Selection Fields in the View Appeals Page

-~ View Invalidations/Resets

This page allows you to view the status of submitted invalidation and
reset requests. You may view all requests, or filter requests by type

or status.
- Show Help
Step Select request type:  -All- -
1:
Step  Select status: Pending Approval -
2:
Step Filter by: 351D -
3:
$°P  Enter s : 999999999

O
| Search |
. >

2. From the Select Request Type drop-down list, select the type of appeal you want to retrieve.
For a listing of available types, see Table 6.

3. From the Select Status drop-down list, select the status of the appeals you want to retrieve.
For a listing of statuses, see Table 7.

4. From the Filter By drop-down list, select a field by which you want to search.

5. If you selected something other than -All- in step 4, enter a value for the search field you
selected.
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6. Click Search. TIDE displays the found appeals at the bottom of the View Appeals page (see
Figure 28).

Figure 28. Retrieved Appeals

Export

Case Request Status Request Comments SSID Result Student's Student's Test Test Test Requested Test
Date ju} il By Start

Number Type First Name  Last Name Opp Status
# Date
Reset 2 2/20/2014 OH-Alt-
455 Rese Processed 2:16:58 = show comment 779999993 36 FirstName993 LastName993 ~SR-PAPER- 1 paused User, State
es PM Mathematics-5
2/11/2014 . . 1/31/2014
364 Invalidate  processed 5539~ show comment 729999901 11 FirstName901 LastNameS01 fiibnnesPtic 1 invalidated Gictest L10:
2/11/2014 1/31/2014
381 Invalidate processed 3:04:51 + show comment 779999901 10 FirstName901 Last'Namego1 OH-Alt- 1 invalidated DA, Test 1:00:32
a test E PAPER-ELA-5 B

7. Optional: To review additional information about an appeal, click show comment.

Table 8 describes the fields in the View Appeals page.

Table 8. Fields in the View Appeals Page

Field ‘ Description

Case Number

ID number associated with the appeal.

Request Type One of the appeal types listed in Table 6.
Reason Reason appeal was submitted.
Status One of the status codes listed in Table 7.

Request Date

Date appeal was created.

Comments Comment or explanation added by user who created the appeal.
SSID Student’s SSID associated with the result.
Result ID Result ID associated with a test opportunity. A test can have more than

one opportunity.

Student’s First Name

Student’s first name.

Student’s Last Name

Student’s last name.

Test

Name of the test associated with the appeal.

TestOpp #

Test opportunity associated with the result ID.
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Field ‘ Description

Test Status Approved—TA approved the student for the session, but the student has
not yet started or resumed the test.

Completed—Student submitted the test for scoring. No additional action
can be taken by the student.

Denied—TA denied the student entry into the session. If the student
attempts to enter the session again, this status changes to Pending until
the TA approves or denies the student.

Expired—Student did not complete the opportunity, and cannot resume
the test because the test opportunity expired.

Invalidated—The test result was invalidated.

Paused—The test is currently paused as a result of one of the following:
e Student or TA clicked the Pause button on the test.

e Student or TA idled for too long and the test automatically paused.

e Test Administrator stopped the student’s session.

e Student’s browser or computer shut down or crashed.
Pending—Student is awaiting TA approval for a new test opportunity.

Reported—Student’s score for the completed test has been submitted to
the reporting system.

Review—Student has answered all test items and is currently reviewing
answers before submission for scoring.

Scored—Test Delivery System processed the student’s answers on the
test.

Started—Student started or resumed the test and is actively testing.

Submitted—Test was submitted for quality assurance review and
scoring before it is sent to the Online Reporting System.

Suspended—Student is awaiting TA approval to resume a test

opportunity.
Requested by User who created the appeal.
Test Start Date Date student started the test opportunity.

From the listing of retrieved appeals, you can do the following:

e Sort the listing; see Sorting Retrieved Records.

e Export the listing; see Appendix A, Exporting Retrieved Records.
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Creating Appeals

Some users can create an appeal for a given test result. For a list of user roles that can perform
this task, see Table 2.

To create appeals:
1. Retrieve the result for which you want to create an appeal by doing the following:

a. Click the Appeals tab, then click Create Appeals. The Create Appeals page appears (see

Figure 29).

Figure 29. Selection Fields in the Create Appeals Page
TEP Submit a request to:  Reseta test M
ZFFEP Search by: Session D -
;’pr Enter Session ID: 9999999307

r

. T
':\ Search Student Results /:'

b. From the drop-down lists and in the text field, enter search criteria.

c. Click Search Student Results. TIDE displays the found results at the bottom of the View
Appeals page (see Figure 30).

Figure 30. Retrieved Appeals

Student's Test Date of
: Student's Test Test Start
Fleax Last Name €5t OPP  status Stotus  pate raa

Request  Result
Reason Yyme 3 SSID

Name Activity
Invalidate MEA-ELA 2/24/2014  2/26/2014
Create a tast 23 279999990 Jane Smith 1 invalidated Processed {13005 00 5130434 AM
Grade 5
Y 2/24/2014  2/25/2014
Create a test 25 zz 990 Jane Smith MEA-Math 1 paused 11:10:24 11:15:12
Grade 5 AM
Invalidate MEA-ELA 2/24/2014  2/24/2014
Create S hagE 26 729999990 Jane Smith Grade 5 1 paused 1:40:24 PM  2:30:11 AM

2. For each result for which you want to create an appeal, enter the reason in the text box,
and then click Create. TIDE displays a confirmation message.
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Creating Appeals Through File Uploads

If you have many appeals to create, it may be easier to perform those transactions through file
uploads. This task requires familiarity with composing comma-separated value (CSV) files or
working with Microsoft Excel. The following sections describe how to compose the files and
then upload them to TIDE.

Understanding the Appeal Upload File Format

The upload file is an Excel or CSV file with a heading row and data rows. Table 9 describes the
columns in the upload file and associated valid values.

Table 9: Columns in the Appeals Upload File

Column Name Description Valid Values

Type* Type of Appeal. One of the following:

Invalidate a test

Reset a test

Re-open a test

Revert a test that's been reset

Search Type* Student field to perform a One of the following:
search on. Result ID
Session ID
SSID
Search Value* Search value corresponding Up to 1,000 alphanumeric characters.
to the search type. The value must exist in TDS or TIDE.

For example, specifying a result ID of
123456 requires that this result ID exist
in TDS.

Reason* Reason for creating Up to 1,000 alphanumeric characters.
impropriety.

*Required field.

Figure 31 is an example of a simple upload file that re-opens a test with result ID 99999999.

Figure 31. Sample Appeals Upload File

A B B D
1 TYPE SEARCHTYPE |SEARCHVALUE |REASON
2 Re-open a test Result ID 99999999 Student was ill during test window.
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Submitting an Appeal Upload File

This section describes how to upload a file for adding appeals. For a list of user roles that can
perform this task, see Table 2.

To submit an appeal upload file:
1. Click the Appeals tab, then Upload Appeals. The Upload Appeals page appears.

2. Download one of the file templates by clicking Download Excel Template or Download CSV
Template.

3. Open the file in a spreadsheet application or text editor, and add a row for each appeal you
want to add. Be sure to follow the guidelines in Table 9. Save the file on your computer.

4. Inthe Upload Appeals page, click Browse, and navigate to the upload file you created in
step 3.

5. Click Upload File. TIDE displays a preview of the uploaded file (see Figure 32). Use this
preview to verify you uploaded the correct file.

Figure 32. Appeals Upload File Preview

*s Upload Test Impropriety
'
This task allows you to upload a file containing test impropriety requests. To begin, click [Browse] to navigate to the location of the saved file on
your computer.

This task has five main steps: 1) Upload File, 2) Preview File, 3) Validate File, 4) Commit Selected Records, and 5) Confirmation. This process
allows you to confirm that the correct file was uploaded and that it contains no errors.

Note: If you have just a few requests, you can click on the [Create Test Impropriety] tab and create each request one at a time.

To minimize errors in your upload file, download either template file and save it to your computer. You can open both using Microsoft Excel.

Download C5\/ Specification File Download Excel Specification File

[l STEP 1 Upload File > @ + [ + o
=]

Upload File - To begin uploading your file, click [Browse] and navigate to the file on your computer or enter the file path, then click [OK]. After you have selected the
file, please click [Upload File] to begin the upload process.

Browse_

Upload File Cancel

6. Click Next. TIDE validates the file and displays error messages, if any. For information about
resolving error messages, see Resolving File Upload Errors.
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NOTE: Validation and commit of large files If your file contains a large number of records,
TIDE processes it offline and sends you a confirmation email when complete. While TIDE is
validating the file, do not press Cancel as TIDE may have already started processing some of

the records. For more information, see How TIDE Processes Large Files.

7. Click Commit. TIDE commits those records that do not have errors, and sends a

confirmation email.

You can view a history of file uploads; see the section Reviewing Upload History for details.
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Section VII. Working with Rosters of Students

Rosters are groups of students associated with a teacher in a particular school. Rosters typically
represent entire classrooms in lower grades, or individual classroom periods in upper grades.
Rosters can also represent special courses offered to groups of students.

The rosters you create in TIDE are available in the Online Reporting System. ORS can aggregate
test scores at these roster levels.

Viewing Rosters

You can view rosters associated with your district or school. For a list of user roles who can
perform this task, see Table 2.

To view a roster:

1. Click the Rosters tab, then Manage Rosters. The Manage Rosters page appears (see
Figure 33).

Figure 33. Manage Rosters Screen—selection fields

* State : Maine - 000000 hd

* District: Demao district 9999 - 9999 -

*School Demo inst 9999 - 9999 9999 -

*Roster: AAIRRoster(3 i
Mext

2. From the District and School drop-down lists (as available), make selections for the district
and school associated with the roster you want to view.

3. From the Roster drop-down list, select the roster you want to view. The Manage Rosters
page appears, showing a list of students in the selected roster and the associated teacher

(see Figure 34).
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Figure 34. Manage Roster Screen—Viewing a Roster’s Students

Print

Roster Name: AAIRRosterl3 Teacher Mame: Demo, TE -

- Select Grade

[C] Grade 00 [71 Grade 01 [7] Grade 02 Grade 03 [T] Grade 04
[C] Grade 05 [ Grade 06 [ Grade 07 [ crade 08 [ Grade 09
[C] Grade 10 [T Grade 11 [T] Grade 12
favailable Students Students in This Rester
[G.03] Anderson, Amy (3549367) -

[G:03] Martin, Jennifer (3999990) Mave In >
[G:03] Walker. Thomas (3993991)
[G:03] Gonzales, Juan (3999992)

[G:03] Sobol. Grefta (9999993)
G:03] Blog, Lou (9999994

Adding a New Roster

You can create rosters from students associated with your school or district. For a list of user
roles who can perform this task, see Table 2.

To add a roster:

1. Click the Rosters tab, then Manage Rosters. The Manage Rosters page appears (see
Figure 33).

2. From the District and School drop-down lists, make selections for the district and school
containing the roster you want to add.

3. From the Roster drop-down list, select — Add New Roster. The Manage Rosters screen
appears (see Figure 34).

4. In the Roster Name field, enter a name for the roster.
5. From the Teacher Name drop-down list, select the roster’s teacher.

6. Mark the checkboxes for all the grades from which you wish to build the roster. The names
of all the available students in the selected grades appear in the Available Students list.
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7. Select each student you want to add to the roster, then click Move In >>. The students you
selected move from the Available Students list to the Students in This Roster list.

8. Click Save.

Modifying an Existing Roster

You can modify rosters by adding students or removing students. For a list of user roles who
can perform this task, see Table 2.

To modify a roster:

1. Click the Rosters tab, then Manage Rosters. The Manage Rosters page appears (see
Figure 33).

2. From the District, School, and Roster drop-down lists, make selections for the roster you
want to modify.

3. Click Next. The Manage Rosters page appears (see Figure 34).
4. Change the roster’s name and associated teacher as required.
5. To add students to the roster, do the following:

a. Mark the checkbox for the appropriate grade. The students associated with the grade
appear in the Available Students list.

b. From the Available Students list, select the students you want to add to the roster, then
click Move In >>.

6. To remove students from the roster, do the following:
a. From the Students in this Roster list, select the students you want to remove.
b. Click << Move Out.

7. Click Save.
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Deleting a Roster

You can delete rosters created in TIDE, or the Online Reporting System. For a list of user roles
who can perform this task, see Table 2.

1. Click the Rosters tab, then Manage Rosters tab. The Manage Rosters page appears (see
Figure 33).

2. From the District, School, and Roster drop-down lists, make selections for the roster you
want to modify.

3. Click Next. The Manage Rosters page appears (see Figure 34).

4. Click Delete.

Printing a Roster

You can print a roster. For a list of user roles who can perform this task, see Table 2.

1. Click the Rosters tab, then Manage Rosters. The Manage Rosters page appears (see
Figure 33).

2. From the District, School, and Roster drop-down lists, make selections for the roster you
want to modify.

3. Click Next. The Manage Rosters page appears (see Figure 34).

4. Click Print. A printer-friendly version of the roster appears in your browser.

Figure 35. Printer-Friendly Version of a Roster
School ID: 000003
School Name: AIR School
Teacher Name: - Select A Teacher -

Roster Name: ABC12334

Student Last Name Student First Name Student ldentifier (S SID)

xC081BC41E32CECTEBECC44ACEB354DCB2C1353BD | OxC081BC41E32CECTEBECC44ACEB354DCB2C1353 0x5D4BA44ETTE561A4927899D78BBADEF7 31559315

0x3DC34D9D21AFIBD2C365F2072AE2E13B4030E697 0x3DC3409D21AF9BD2C365F2072AE2E13B4030E697 OXCOAF30ATTAAT2FF1AT TEBEBE0D4A3FSAEDTETEEDA

0xDE05BACTE2259C250D015680A016FET11ADS02FA 0xDE0SSACTEZ2250C259D015680A016FET 11A0502FA 0xFD725F6730D38FDBA343BDA3B2B1EES968EEDSASE
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Creating Rosters Through File Uploads

If you have many rosters to create, it may be easier to perform those transactions through file
uploads. This task requires familiarity with composing comma-separated value (CSV) files or
working with Microsoft Excel. The following sections describe how to compose the files and
then upload them to TIDE.

Understanding the Roster Upload File Format

The upload file is an Excel or CSV file with a heading row and data rows. Table 10 describes the
columns in the upload file and associated valid values.

Table 10: Columns in the Rosters Upload File

Column Name Description Valid Values
District ID* District associated with the Four Digit District ID that exists in
roster. TIDE.
School ID School associated with the Four Digit School ID that exists in
roster. TIDE. Must be associated with the
district ID.
Can be blank when adding district-level
rosters.
User Email ID* Email address of the teacher | Email address of a teacher existing in
associated with the roster. ORS.
Roster Name* Name of the roster. Up to 20 characters.
SSID* Student’s unique identifier Nine Digit Student SSID #
within the district.

*Required field.
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Figure 36. Sample Roster Upload File is an example of a simple upload file that creates a roster
with two students.

Figure 36. Sample Roster Upload File

A B C D E
1 DistrictlID SchoollD Email Roster Mame 551D
2 99 9999 me@email.com American History 99999995595
3 99 9999 me@email.com American History 9999999998

e The first row does the following:
0 If the roster American History does not exist in school 9999, TIDE does the following:
®  Creates the roster American History.
®  Associates the teacher whose email address is me@email.com with the roster.
O Adds the student ID 9999999999 to the roster American History.

e The second row adds the student ID 9999999998 to the roster American History.

Submitting a Roster Upload File

This section describes how to upload a file for creating rosters. For a list of user roles that can
perform this task, see Table 2.

To submit a roster upload file:
1. Click the Rosters tab, then Upload Rosters. The Upload Rosters page appears.

2. Download one of the file templates by clicking Download Excel Template or Download CSV
Template.

3. Open the file in a spreadsheet application or text editor, and add a row for each student-
roster pair you want to add. Be sure to follow the guidelines in Table 10. Save the file on
your computer.

4. In the Upload Rosters page, click Browse, and navigate to your upload file you created in
step 3.
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5. Click Upload File. TIDE displays a preview of the uploaded file (see Figure 37). Use this
preview to verify you uploaded the correct file.

Figure 37. Roster Upload File Preview

F . 4
| Next || Cancel

Roster Name

District IRN School IRN Email
9999 me@email.com American History

9999

99
99

me@email.com American History

6. Click Next. TIDE validates the file and displays error messages, if any. For information about
resolving error messages, see Resolving File Upload Errors.

NOTE: Validation and commit of large files If your file contains a large number of records,
TIDE processes it offline and sends you a confirmation email when complete. While TIDE is
validating the file, do not press Cancel as TIDE may have already started processing some of

the records. For more information, see How TIDE Processes Large Files.

L L

7. Click Commit. TIDE commits those records that do not have errors, and sends a

confirmation email.

You can view a history of file uploads; see the section Reviewing Upload History for details.
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Section VIII. Downloading and Installing VVoice Packs

The NeoSpeech™ Julie Voice Packs are software application for reading text from a computer
screen. Students with a text-to-speech accommodation can use these voice packs during a test
opportunity. You can download and install the voice packs from TIDE and install them on the
testing computers.

For a list of user roles that can perform this task, see Table 2.
To download the voice packs:
1. Click the Voice Pack tab. The Voice Pack page appears.

2. Click Download for the voice pack you want to install. Your browser downloads the
installation file onto your computer. If you have an option to run or save the file, save it.

3. Read the installation instructions available from the Download Voice Pack page, and then
proceed with installation.
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Appendix A. Exporting Retrieved Records

When you retrieve a group of records, such as students or users, only a few records are visible
on the screen at a time. You can export all the records as a file, which may be more convenient
for viewing and analysis.

For a list of user roles that can perform this task, see Table 2.
To export retrieved records:

1. Optional: In the list of retrieved records (see, for example, Figure 23), mark the checkboxes
next to the records you want to export. You can select all the records by clicking the
checkbox in the header next to View.

2. Above the list of retrieved records, hover the mouse over Export. A list of export options
appears (see Figure 38).

Figure 38. Export Options
Export

Export all to Excel
Export selected to Excel
Export all to C5V

Export selected to CSV

3. Referring to Table 11, click the desired export option.

4. Depending on your browser’s configuration, you can save the file to disk or open it directly
in a spreadsheet application.

Table 11. Export Options

Option Description

Export all to Excel Exports all retrieved records in xIsx format. Use this format if you have
Excel 2007 or later versions.

Export selected to Excel Exports selected records in xIsx format. Use this format if you have Excel
2007 or later versions.

Export all to CSV Exports all retrieved records in CSV format. Use this format if you have
Excel 2003 or earlier versions.
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Description

Export selected to CSV Exports selected records in CSV format. Use this format if you have
Excel 2003 or earlier versions.
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Appendix B. Processing File Uploads

This appendix describes how TIDE processes file uploads.

How TIDE Processes Large Files

If your file contains a large number of records, TIDE processes it offline. TIDE displays a page
with your name and default email address, and prompts you to provide a phone number and
optional alternate email. When TIDE finishes validating the file, you receive a confirmation
email. When TIDE finishes committing the records to its databases, you receive a second
confirmation email.

Table 12 lists the various upload files and the number of records in those files that triggers
offline processing. For example, if your user upload file contains 1,000 records or more, TIDE
processes that file offline.

Table 12. Record Thresholds for Offline Processing

Upload File ‘ Offline Processing Threshold ‘
Users 1,000
Test Settings 1,000
Appeals 1,000
Rosters 1,000

How TIDE Validates File Uploads

After you submit an upload file, TIDE applies two validations: layout and data.

e Layout validation determines if the records have proper format. This includes checks for
alphanumeric or numeric-only values and record length. For example, if the SSID field in the
student upload file is numeric only, and a record has a letter in that field, the record does
not pass layout validation.

e Data validation determines if the fields contain valid data. For example, if a record in the
student upload file contains a school ID that does not exist in TIDE, the record does not pass
data validation.

If TIDE displays validation errors, you can resolve them by following the recommendations in
Resolving File Upload Errors.
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Resolving File Upload Errors

During validation, TIDE displays messages for the errors it detects, as in the example in
Figure 39.

Figure 39. Sample Error Messages

Record Number Field Name Field Value Validation Message

DISTRICTIRN 000002 User is not authorized to upload students for district

DISTRICTIRN 009999 A valid attending district IRN is required

The first column in the table of error messages shows an icon that indicates the error’s severity.
Table 13 describes those icons and associated resolutions.

Table 13. File Upload Error Icons and Resolutions

Icon Description Resolution
(M Indicates the record causes Click Cancel to abort the file upload. Make the indicated
- the entire upload file to fail. correction, and upload the file again.
!E] Indicates TIDE ignores the One of the following:
record due to an error. e Click Commit to submit all records that have no errors.

Repair those records that have errors and submit them in
a separate file.

e Click Cancel to abort the file upload. Make the indicated
corrections, and upload the file again.

Warning that the record has One of the following:

an error; TIDE accepts it ¢ Click Commit to submit all records that have warnings.
anyway. Review the warning messages, repair the records as
necessary, and upload them again in a separate file.

e Click Cancel to abort the file upload. Make the indicated
correction, and upload the file again.

Table 14 describes the columns appearing in the Error Messages Report.

Table 14. Columns in the Error Messages report

Column Name Description

Record Number Line in the upload file where the error occurred.

Field Name Name of the column in which the error occurred.
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Column Name Description

Field Value

Value that caused the error.

Validation Message

Message describing the error.

If you are unable to resolve file upload errors, contact user support; see Appendix D, User

Support for contact information.

Reviewing Upload History

You can review the log file that TIDE retains of your file uploads.

To display file upload history:

e Inthe upload file page, click show history.

Table 15 describes the columns appearing in the upload history.

Table 15. Columns in Upload History

Column Name Description

File Name

Name of uploaded file.

Date Uploaded

Date and time file was uploaded.

Status

Upload file’s processing status.

Record Processed

Number of records in the upload file. For quality
control purposes, you can compare this number
with the actual number of records in the file you
created.

Record Rejected

Number of records that TIDE rejected.

Validation Log

Link to a copy of the validation log.

57




Maine

Department of

Education TIDE User Guide

Appendix C. Opening CSV Files in Excel 2007 or
Later Versions

This appendix explains how to open comma-separated value (CSV) files in Microsoft Excel 2007
or later.

1. Open Microsoft Excel. (Oa)

_E.’y Haome Insert Fage Layout Farmulas

2. On the Data tab, in the Get External Data £ Fram Access l_\] j 2 ] cannectians
— = 7]

group, click From Text. The Import Text File FRRRPTAN [ | Pl
H %] From Text: Sources | Connections all~ == Editlinks
dlalog bOX appears' Get External Data Caonnedtions

3. NaVIgate to the CSV flle, and C|ICk Import. EHE name: StudentData_12-28-2011.csv ')[Tiﬁ Files (*.prn;™bt;".csv) ']
The Text Import Wizard appears. reok - ({Limpen ) [comer )

4. In Step 1 of the wizard, mark Delimited, and | stimeriere-sesieis B2

The Text Wizard has determined that your data is Delimited.
CI ic k N ext . If this is correct, choose Mext, or choose the data type that best describes your data.
Original data type
Choose the file type that best describes your data:
@) Delimit=d: - Characters such as commas or tabs separate each field. )
") Fixed width - Fields are aligned in columns with spaces between each fiskd.

Startimport atrow: |1 | File origin: 437 : OEM United States E

Preview of file H:\StudentData_12-28-2011.csv.

1 [fnstitution ID,MARSS Mumber,Llast Name,First Name,Middle Neme,Cender,Birt} 4
[z["3333-01-338", 73999993500, "LastNames00™, ™ ", "MiddleName500",
[3["3333-01-388", "399999350 5 "MiddleNameS07",
["'9995-01-59a", "399339550 i "MiddleNameS50
[5["9993-01-358", 73993393505, "LastNamesos™, "Fi 509", "MiddleName503", |

*

5. In Step 2 of the wizard, mark Comma, and Textimport Wizard - Step 2of 3 o

This screen lets you set the delimiters your data contains. You can see how your text is affected in the preview

then click Next. belon.

[7] Semicolon [ Treat consecutive delimiters as one

V] Comma

—= D} Text qualifer: |* [~

|| Space

[] Other:

Data preview

nstitution ID MARSS Number [Last Name irst MName |[Middle Name [Sender | *
999-01-998 9599393500 astNameS00 [FirstNameS00 MiddleNameS00 Male
999-01-998 9599399507 astNameS07 [FirstNameS07 MiddleNameS07 Male
999-01-998 [g999999508 astNameS08 [FirstNameS08 MiddleNameS08 Male
999-01-998 [f999999509 astNameS09 [FirstNames0S MiddleNameS09 Female | -

« m b

Cancel ][ < Back ]“ MNext > D[ Einish

58



-
Maine
Department of

Education

TIDE User Guide

6. In Step 3 of the wizard, do the following:

a. Inthe Data Preview section, click a
column. Excel shades the column with a
black background.

b. Inthe Column Data Format section, mark
the Text radio button. This setting
preserves leading zeros that can appear
in fields such as SSID or District ID.

c. Repeat steps a—b for all columns in the
CSV file.

d. Click Finish.

Excel imports and displays the CSV file.
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Text Import Wizard - Step 3 of 3 @
This screen lets you select each column and set the Data Format.
Column data format
) General
‘General converts numeric values to numbers, date values to dates, and all
remaining values to text.

Jme o ]

%) Do not import column (skip)

Data preview

e hnr'\ Cepexzl Cepexzl Geperzl
[nstitution ID Last Name First Name iddle Name Fender =
[3995-01-358 astName500 FirstName500 MiddleName500 Male
[9999-01-358 LastName507 FirstMame507 MiddleName507 Male
[9999-01-358 [LastName508 FirstMame508 MiddleName508 Male
[9999-01-358 [LastName509 FirstMame508 MiddleName503 [Female -
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Appendix D. User Support

For additional information and assistance in using TIDE, contact the Maine Help Desk.

The Help Desk is open Monday—Friday from 7:00 a.m. to 7:00 p.m. Eastern Time during the
summative testing windows and 8:00 a.m. to 5:00 p.m. Eastern Time outside of the summative
testing window (except holidays or as otherwise indicated on the MEA Portal).

Maine Help Desk
Toll-Free Phone Support: 1-844-560-7814

Email Support: mehelpdesk@air.org

Please provide the Help Desk with a detailed description of your problem, as well as the
following:

e If the issue pertains to a student, provide the SSID and associated district or school for that
student. Do not provide the student’s name.

e |[f the issue pertains to a TIDE user, provide the user’s full name and email address.
e Any error messages that appeared.

e Operating system and browser information, including version numbers (e.g., Windows 7
and Firefox 13 or Mac OS 10.7 and Safari 5).
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